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A Sr:NARY REPORT CF THE PROGRAM AT DYSART COMTNITY CENTER
El 7irage, Arizona 9,53'35

July 1, 1975

I. WHAT IS DYSAIIT CCUM:IZY =TEM"

pysartCa',unity Center is a non-profit ageace located in El Mirage, Arizona
that is manned entirely by volunteers from near-by Sun City, a nationally known
retirement community, with a wealth of volunteers with education, experience, and
expertise/. The Center complex includes a Health Clinic operated by Maricopa County
Health Department,a well-equipped kitchen where cooking and sewing classes are held,
a Thrift Shop where donated usable items are sold or given to the poor, and a 32x60
.ed$ucation building where the Adult Education classes are held, the 4H club meetings)
the Summer recreationcraft classes et cetera , meetings of the Dysart Board of Directo-

the Dysart Auxiliary Of some 200-members, and special community gatherings. On the

drawing board is the plan for a workshop for the 4H club woodwerking projects.

All this was made possible through the generosity of'Shn City citizens and groups,

the first building, the Hea'th Clinic, haVing been built in 1963.

II. The Budget for the Various Programs

The budget for the year amounts to an average of $17,000 which includes

operating expene s, building fund, and support of projects. All work is done by

volunteers except for a custodian. Since the Adult Education Project is your only

concern, I shall speak only of the budget proveded for that. The Board allows

$ 400.00 a year for textbooks and supplies. The textbooks are sold to the students
so the fund is a revolving one The funds are secured through donations and'special

monejr-making projects.

III. The Adult Education Program \\

A. She first concern is the teaching of English as a second language. Here we

use the Laubach Method of EACH ONE TEACH ONE where some 40 teachers(tutors) are

seated at card tables, each with one student. This we feel is the strength of our
program in esatblishing rapport between student and teecher.' We use the Laubach Series

of New Streamlines English published by the New Readers Press s P.0 Box 131,
Syracuse, New York. It includeds a Set of 5 charts, Skillbooks and a

final text known AS EVerdarRea in and Writing , comparable to sixth and seventh

grades in the elementary School. In addition of the 5 Skillbooks, there are supplemen

readers for each. There is a TeacherIsManual for Skillbooks I,11,111 but Skillbooks

IV and V each have their own teacher manuals. There are Checksrp tests for the

completion of each book. Tests, skillbooks, and supplementary seeders are color-

cordinated
B. Students who are applying for Citizenship take the Basic English Course first.

Six retired attorneys assist in this program and the Naturalization Department

recommends it highly and refers applicants to us when they are weak in basic English

skills.
C. A third category of students include high school dropouts who .ire trying for

their GED Diploma. Nre use our experienced/high school and college retired-teachers

for this work.

IV. TEACHER TRAINING
Even +Jechers with their masters and Doctorate degrees are required to take our

Laubach Course as so often they have not taught adults of non-Ehglish-speaking student'

1. We require a two-hour Orientation Semimar which includes:

a The Laubach Story
b. Brief presentation of Laubach Method
c. Ten'Tips for teaching adults and foreign-born
d..An examination of textbooks used
e. An examination of creative writing samples by students 2



-2- (Jysart Community Center continued)

2. A two-hour oleervation period of classes in action at Dyesart Co,iaunity Center

3. A twelve-hour two-day Nbrkshop for new trainees shoving how* to use the materials

4. A six-hour inservice training for all teachers a week before classes open in Sept.

Frequent short meetings following the regular evening classes.

V. R IT

A. Stents inviting other students to visit the classroom on Thursday evenings

V. Home visitation program in lihich teachers visit the homes of students and their

neighbors to interest them in the whole program offered at Dysart Cpmmunity Center

They leave flyers written in both Spanish and English and file a brief report

for the Director.
C. An Onen House Exgibet of student work, slides of class in action, and tape

recordings of students (See inclosure)

d. Frequent and Purposeful Publicity (See inclosure on Publicity Guidelines)

1. Through 4 weekly newspapers and one semi-weekly
2. Throgh radio and TI spots
3. Through a Speakers Bureau

VI. Operation of Dysart Center in respect to Adult activities

A. Open each Thursday evening 7-9 from September through Nay 15

H. Open each Tuesday and Wednesday from 7-9 for special refresher courses

June 24 through August 20 as preparation for government training

C. Open second Monday of each month for Board of DireCtors Meeting

D. Open on request for meetings of Adult Literacy Council

E. Open second Monday ii Hovember for the Annual Board meeting; with program and

exhibits

Vim. Duties of ,:lministrative Staff: ( 3ee inclosure.1

A. Cordinator recruits tiitors, plans and assist with Tutor Training

Director and Assistant airector supervice the.Thursday night classes

Citizenship Counselor servos as Liaison person with the Naturalization Dept.

D. Li.2arian accessions, catalogs,and loons books.
E. Clerks

'ill. Handles data processing records for State Department of Eiucation.

2 Handles book sales and attendance records.
F. Interpreter assists with registration of non - English s7eaking students and makes

necessary Announcements. She substitutes as teacher when requested.

G. Home Visitation Chairman promotes this program.

VIII. SPOaSORING GMT!)

1. The Dysart 3oard of Directors of 25 members
The Dysart Auxiliary of some 200 members is the financial arm of the Board.

C. The State Office of Adult &location supervices ABE data reporting and gives

valuable assistance with Library materials.
d. The Dysart District Division of Public Education

IX. MIER COOERATI,TG =UPS

4. The Retirr.i Senior Citizens Prograa provides a mileage stipulation for tutors

over 60 between their homes and places of service. They provide incentives by

honoring volunteers for hours of service.

73. The Town Couael of El Ilirase. Their !fayor is on the Ponrd of Directors.

C. Curch ,roues, Service UliCostConmunity Organizations, Del Nei* Development r)
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/

Recognit!:a Received bj Dysart Center and Stsfr

4. Received the Geore 'Tashin;ton Honor ::edel In 1971 for the outstrn'ia Community
Center in tle nation.

The Coordinator 1.1b received'na'ny awards ia local, stator , re,;ioa.1, and Jational
Laubach observances includin heir manes 197: ':co-z.n c" the Year fJr Sun City in
recognition, primarilly,of her work in Launch Liter-acy.

C. In 197:3 the Center was awarled a ce-2tificate of -113tstandIng achiever-lent by the
ftrizona Department of Bducation.

D. In 4pr11, 1975, the Interpreter et Dysart Center, who is herself a product of
the educational trainin: received there, was named outstsndin,, student at the
Re;donal Conderence ( a group of seven states).

D. he crogran operating at Dysart Co,smunity Center received local and state
reco:mition for the outsi:abdin,, nrog.am and especially in the area of training
youth loaders.

Respectfilly su'o,nitted by:

Gertrude E.Flyte, Coordinator
Dysart Cc-c-aunity Center Laubach Literacy Progran

1. Enclosures:

'Tplt is Dysart Center and Adult Literacy Council Arizona
3. Roster o' 1974-75 students
C. lmericaiztion Through Reedin-
D.. '2rainlin.; it June, 1975
E. :one lisitition report ',plan': and flyers
F. 'e.nora,r-lug for Directors of Dysart Co,Inunity Center Evenin; Classes
G. 1.11-11c4.ty Tulf,olines



r.J'orT CF7mER LAUBACH PROGRAV, 1/11/74-12/19h

Thurrict,7 dims, 7:00 - .

I. STATI,,TF:Ai,:

A. Adult students incluC. reporting period:

years or ol(ior
Teenagers

12 (mummer months)
67

B. Active tutors 55
Tutors on call 12
Teacher aides 5

ChildCare (Jan. thru Eay) 5

77
C. Administration:

Coordinator r 1
Director 1

Assistant Director 1

Secretaries 2

Librarian 1

Counselor 1

Home Visiting Director 1
Interpreter 1

Custodians 2

ADriver A.. 1

12'0 Total Involved:
67 + 77 + 12+ 156

I. STUDENT HO,URS:

745 + 607 ='1352 !Jan. 1, 1974 through Dec. 19, 1974

Teaching Nouro: 928 + 1211= 2139 (Jan. 1, 1974 through Dec. 19: 19'
1974)

III. ADDITIONAL INFOFTATION:

A. Home Visitatinn Project

The inauguration of a home visiting project has increased
enrollment and attendance. Fesults are clearly evident.

D. Our Center gave two evenings to z new students from India wha
are employed on the Singh Fanch in the Litchfield Park Area.
Because of crowded conditions, arrangements were made with
the Glendale Adult Laubach Center to enroll these students
and with Lr. Barbara Lawrence of Glendale Community' College
to recruit and train teachers of these students.

C..Volunteer teachers from the Dysart Community Center (15)
assisted in organizing and teaching 11 Spanish-speaking ad,alte .

in the Peoria Center. This effort led to the inauguration of
the LAUBACH iethod in the Peoria Public Schools Adult Education
Department.

,,p,4,4 4 ..,/

.
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4 SUGGESTED PUBLICITY GUIDrLINES FOR LAUBACH LITERACY romps

I. -PURPOSE OF PUBLICITY

A. To interpret the Laubach program of EACH ONE TEACH ONE to the general
public to make people aware of the extent of the program of teaching
people to read and write so that they may better meet the problems
of home and community living.

15. To make people aware of this avenue :f volunteer service so needed
in local communities of the Southwest Region of Laubach Literacy.
It is one valuable method of recruiting tutors and-other leaders.

II. Some Duties of a Publicity Chairman:

A., Know the Laubach Story with its dramatic origin of the slogan EOTO.
B. Read about it from Dr. Laubach's own books in most libraries.
C. Study and file your 'ALA releases to keep abreast of a dynamic, growing

program.
D. Know the personnel of your Literacy Center and your Literacy Council.

III. Know Your News Media

A. Call on your editor and/or his staff.
B. Give him your organization card with name of organization, its president

with address and telephone number and your name as Publicity Chairman

with address and telephone number.
C. Askfor his guidelines or Style Sheet and deadline dates.

D. Hake a Media Chart of all newspapers, radio stations, television stations

E. Other good media avenues are (1) Church bulletins, (2) Organization

bulletins, (3) News Letters, Posters, Fly Sheets.

IV. Learn Eow to Trite News Cony.

A. In reporting a meeting distinguish between what is routine and what is

news.
B. then reporting an event, keep accurate and full notes. You cannot trust

to memory when you begin to compile your notes into a story. Have a

good notebook.
C. From the very first story remember the MHO !!HAT ',AFT:RE VHE PHY and some -

tines BM Ideally all that should be worked into the first paracjraph.

The editor cuts from the bottom of the story depending on his space and

the value of the material.

V. How to Prepare Copy

A. Use standard Eli x 11 paper.
B. W$ite on one side of the paper only.
C. Type your copy if at all possible.
D. If you, use two sheets indicate at the bottom of sheet one with the word

"more". At the end of the story use an identifying mark as # # ff.

E. Do not use carbon copies for identical stories. Type each newspaper's

name -at the top of each sheet, if you use identical stories for several

papers.
F. In the upper left-hand corner type group name:

Laubach Literacy Evening Center
John Bassett, Director
19413 Tumblewood Drive, Sun City, AZ 85351

Publicity Dhairman Adult Literacy Council District #4

Gertrude E. Flyte, 10453 Snead Dr., Sun City, AZ 05351

Telephone 933-7329
" M 0 R E



Sheet 2 Suggested Publicity Guidelines for Laubach Literacy Groups

ct

G. Double or triple space leaving' two-inch margins.

H. Begin one-third down on your caper, leaving room for the editor to make

headlines and other changes. Indent each paracfraoh five spaces.

VI. Basic "B.s" for Publicity from S & H Publicity Handbook.

A. Be the only person in your group to contact news media.

B. Be q4ck to establish personal contact with the right person at each

media.

C. Be sure towrite everything down. Train your memory but don't trust it.

D. Be prompt in meeting every deadline.
T.. Be legible. Type releases. Erase and correct errors. Donrt use car-

bons except for file copy.
t. Be accurate. Double check names, places, dates before submitting your

copy.
G. Be honest and impartial. Give credit where credit is due.

H. Be brief. Newspaper space and air time are costly.

I. Be brave. Don't be afraid to suggest something new if you honestly

believe you have a workable idea.
J. Be business-like. Never try to OBTAIN PUBLICITY BY MEANS OF FRIETIDSHIP

or business connections. Never ask when a story will appear.

K. Be appreciative of all =ace and time given. Remember the media have

time and space to sell. -

L. Be professional. Members of the press are always invited guests to a

meeting. Never ask them to buy tickets or pay admission. It would be

nice to arrange a special press table for large banquets.

VII. Keep Tools of Your Trade Handy

A.. Keep publicity notebook in which you file releases such as this.

B. Your Media Chart making changes where necessary.

C. Your Style sheets for each paper you serve.

D. Copies of your releases for reference if the Media call you back.

VIII. Keep a Publicity Record Book or ask a helper to do that for you. It is a

most valuable resource for your organization history.

IX. Be Proud of Your Chairmanship
You have an important post as publicity chairman for your area of the

Laubach Literacy program. It is a challenging job and a time-consuming one.

Those who chose you believe in you, knowing you will tell the LaubAch Story

well. It is a magnificent story and one that is truly newsworthy. Let the

slogan, "Ride for Literacy" come alive this April 18 in '75 throughout

the Bi-Centennial Year.

X. Suggested Bibliography
Public Relations Handbook, Laubach Literacy, Inc., Box 131, Syracuse,M.Y.

Education 022, T.V. and Radio Public Services Announcements, Same address

Publicity Handbook, vrts SUN, 10020 Santa Fe Drive, Sun City, AS 85351

Rublicity Handbook, Sperry and Hutchinson Company, Consumer Services
P.O.B. 935, Fort Worth, Texas 76101. Cost 190/mail chg.

Elements of Style, William Shrunk, Jr. with revisions by E.B. White,

MacMillan Company, Mew York

A good dictionary is a must. The Secretary's Desk Book, Winston Co. is good.

The Art of Plain Talk, Rudolph Flesch (check with your public library)

The Art of Readable V'ritinq, Rudolph Flesch
The Ouill, a magazine for journalism published by sigma Delta Chi

Compiled by Gertrude E. Flyte
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[ten, brud-er, 11il we hay da
on dis sjd ov de ert, e-pl on
de tilt -er sid hay nit.

Just so, ss-ter.
not a gud

Yes, in-dt'd yw (tr, and s il

tank yw tttt giv Inc an-ltd-er its -

on sum tint.

It(PLZ FOIL Lai, MKS AT UM.
si-lens 1 a 91, Sluirt noir-inur
pti-fens 11-14s f

4-Iu3 tin-druS

In si-lens j must tak mi set,
And giv (iod tanks be-f6r i et;
Must for mj. fool in pti-fens at,
r1i1

3
am askt t11 hand mi plat.

F must not skold, nor hwin, nor
pst,

Nor maw mi. yr Or plat a-bit;
\Vid nil, or fork, or (11-i tin,
1 must not pin nor must i sin.

AMERIKAN FERST RCDER. 47

1

I must not spek a ylLs -les wurd,
For (;iI-dren must be sennot

herd;
I must not tok a-bit mj fwd,
Nor fret if i dont fink it glad.
T must not sa "ae bred iz old,"
"ae to iz hot," ae k6f-iz kohl,"
I must not krj for dis or dat,
Nor mtir-mur if mi met iz fat.

1

MI m-ct wid fwd i must not kt;fd,
Nor Imp jm k-in spek a-H-d;
Must turn mi hed tu kof or snez,
And hwen i ask, sa, "If yw plez."
sag to -b1 klot j must, not 0(3.1,
Nor wid mi. fwd mi fn-gerz\ sal;
Must kep mi set haven i hay Oun,

rNor rsnd de to -b1 sport or un.
Hwen told tu rjz, den i must ut
Mi eAr a -wa, wid nirz-les fiat;
And lift mi hgrt tut God a-bfiv,
In pray. for of hiz won -drus 1 v.
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Gud morn-in, Mis-ter Sk(T-
el. ':II-s- do) dm.ye)

' \Vwl yw lik tu et a hut dis
m6rn-in.

Ara sit tip v6r-i strat on dat
line. Ivan yo) Pk your poz.

[al wwd incov fast e-niif if yw
had a nut in dein.

'11wot itr yco Hs-nip for. Yco
ned not be a-frad.

MD yw tink dog Jak kud
kaq yco.

liwot big hwis-kerz yo) hay,
old sloqr-el; and hwot a fin,
biaf-i tal.

American Phonetic Alphabet.

Long Vowels. Aspirate.
Letter. Sound. Name. Letter. Sound. Name.

E e . . . eel, . . . a II h . . . hay, . . ha
a . . ale, . . . a Explodents.

1-1 . . arm, . . . P p . pole, . pe
. all, .,.a B b bowl,. . be

O . . oak, . . .0 T t . toe, . . . . to
CD co. . ooze,. . . cn D d doe,... c. de

Short Vowels. E c, ... cheer, .. ga
I i . . . ill, . . . it JJjeer, jak... .ka--E e . . -ell, . . . et K
A a . . am, . . . at G g ..game, . .ga
O o . . on, . . . of
U u . . up, . . . ut
U u . . wood,. . tat

Shade Vowels.
E Q . . earth, . .A. . air, . . .

G . ask, . . .

Diphthongs.
. ice, .

(Iv.. oil, . . . a
`Na . owl,. . . a
1Z tl.dupe,..ti

Coalescent,.
Y y . . yea, . ya
W w . . way, . . wa

a

Continuants.
F f ...fear, of
V v veer, .ve
ri t thigh,... it
a. d . thy,' . . .de
S s seal, ... es
Z z zeal, ze
Y, . shall, .. if

3.,... vision, . se

Liquids.
R r .... rare, .. ur
L 1 . el

.Nasals.
M m ... maim, . em

none, . en
.

3 a



DIRECTORY 0i' AUoLT ETENU!G

Tutor

CLASSES, DYSART

9 -7470

977-3513

977-2790

977.535

933-6122

-97-1513

CENTER, 1974-75

Student

Beckwith, Hallo
13089-H 100th Avenue

Bemis, Laura
1}810 Silver Bell ter.

Britton, mildred
1LIA04 Newcastle br.

Cavanaugh, Celia
13080-D 99th Drive

Conrad, Sylvia
9109 dillow Haven Ct.

Dancer, Dtvid

Rose Garde).

Jevta Aidaco

Ignacio Soto

Orfelinda Soto

Richard Urquediz

Elvira Rodriguez
14205 Palm aide Dr.

Dickerson, ilorence 933-7830 Anita Hernandes
11009 Cinnebar Ave.

Essington, Earl 933-6182 Josphina Lauteles
10727 El CapItan Cir.

Gadient, Pat 974-9709 Edna crown
9610 Hidden Valley Cir.

Garner, Edith 977-2940 Florencto Garnica
10512 Rouibielay Cir.

Henzler, Ch-zles 9)3-2804 Inis Hernandez
10911 Tropicana Cir.

Henzler, Louise 933-2804 Sushi Lal
10911 Tropicana Cir.-

Hill, Ruth 933-7807 Maura Leyva
10603 Kelso Dr.

Hill, wc.:sloy 933-7307 Bishamor Lal

10603 Kelso Dr.
Homan, d". A. 977-9412 Roberto Gardea

10902 iropicana Cir.
Jordahl. Norma 933-7232 Jane Rerrara

12825 111th Ave.
Kline, Alice 933-7180 Guadalupe Zubia

9289 111th Ave.
Lancaster, Freda 974-0856 Cruz Cano

10847 E. Fairlqay Ct.
Landman, Juanita 933-3943 Francisco Garcia

11218 105th Ave.
Lane; Doris 977-2780 miguel Mufioz:

10638 Mite Mountain Ad.
Leathers, (Virginia 1

977-5803 Leticia Gardea
13414 Emberwood Dr.

MacDonald, Pauline 977-3368 Francisco Meza
14409 Sarabande Way

McNeil, Eleanor 977-2674 Juana Vasquez
10525 Lehi,Lh Ct.

Murray, Vera 977-5347 Angela Ramos
9903 Sandstone Dr. .

Ordahl, Grace 977-9385, Rueben Vasquez
9106 oJillow Haven Ct.

-Ordahl, Stafford 977-9385 Pedro Vasquez
9106 Willow Haven Ct.
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Tutor

Peterson, Alice
10736 Saratoga Cir.

Place, Ouida
9924 S. Crosby Cir.

Raihill, Anne
1101Y/Cameo Dr.

teiner-; Ramona
9970-P noyal 03k rid.

Ripley, Aletha
9408 Fern Dr.

Ripley, H. D.
9408 fern Pr.

Roberts, Lary
10304 Leanne Dr,

Robertson, Jeln
\ 10101-Kinsswood Cir.

Ruberg, maric
10811 Tropicana Cir.

Simer-11, Simonne
9407 Y. 111th ve.

Sloat, Dolores
10512 Mountain View ad.

Walker, Jane
10514 Burns Dr.

White, Rosamund
13089-H 100th Ave.

W oodsM Harriet
13627 110th Ave.,

Hallonquist, Johnie Lou
Holliday, Esther_
Moneypenny, Llieabeth
Raihill, Irving

Page 2

9)3-0824

977-4677

977-2786

974-1295

977-9064

977-9064

933-7251

933-9333

933-0905

977 -0631

933-7747

974-0181

977-7470

974-0341

Student

Grace Lal

Estela Garnica

Rita Lal

Antonio Vasquez

mario Alejandro

,Jose Nolasco

Neomi liartinez

MORS ON CALL
10409 Snead Dr.
11002 Santa Fe pr.
12208 103rd Ave.
11014 Cameo Dr.

Rita Lal

Lazara Herrera

Christina 6chwander

Mercedes No

Cruz Salinas

Aosario Garga

Modesty Silva

933-3391
977-1527
933-928;
977-7786

TUTOR.TEACRING IN HOME
Porter, Elinor 10806 W. ilirway Ct. 933-5365
none-D AInc--, ;117P-et'l 122V,1n9rd. Ave. 993-9285
* 1,A: t 6A t; 4;13, AD MINISTRATI VE
Gertrude E. Flyte, Coordinator 10453 Snead Dr. 933-7329
John Bassett, Director 10413Tumblewood Dr. 974-0554
Jean Bassett, Co- Director 10413 Tumblewood Dr. 974-0554
Carol. Moron, Secretary 127 N. El mirage Ad. 933-1654
Kathryn Coppinger, Secretary 10743 Tropicana Cir. 933-9426 .

Maria Gomez, Interpreter 220 S. Main (El Mirage)933-6660
Wesley Hill, Citizenship. Couns. 10603 Kelso Pr. 933-7807
Dorothea Western, Librarian 13639 111th Ave. 977-2429
Simonne Simeral, Home Visitof 9407 N. 111th Ave. _977-0631
Paul Coppinger, Driver 10743 Tropicana Cir. 933-9426
Junior Sainz, Custodian 109 South A St. 583-0838

.tol. Mirage)
April 1, 1975

*Additional Home teachers:

Grace Ordahl Korean Student 9106 Willow Haven Ct. 977-9385
Ann Nelson 2 Chinese , 13089 Apt. B 974-1603

11
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MANY DWARTMIIINTS
at

GLENDALE COMMUNITY COLLEGE

offer a new elective course
' for transfer Credit

- PROJECTS IN

COMMUNITY SERVICE

-
1

1 Credit Hour \
Semiriar & 3 hours field\service weeklfr

2 Credit Hours

Seminar & 6 hours field wolk weekly

3 Credit Hours

Seminar & 10 hours field service weekly

SEMINARS at N-104
9:10 - 10:10 A.M. Tuesdays
Of

7:00 8:00 P.M. Wednesdays

additional information:
Jane Werneken, Instructor

. . GCC, 6000 W. Olive, Glendale, Ariz.
Phone 934-2211

2



PROJECTS IN

COMMUNITY SERVICE

You get college credit lob experience

at the same time.

IN THE FIRST 4 SEMINARS"

Leaders from ail least 15 community service
agencies explain the kinds of problems they

'are attedcing and the type of volunteer
help They need.

THEN .

You choose the work you want to do and
'the agency you wish to serve.

You have a mirth wider choke than
we can indicate In a folder this small.

WV, other courses become more exciting and
.1!!! you «apply new liarnings and

sans leN4Ifir *Buell:ins.,

COMMUNITY SERVICE OPPORTUN

Working in departments such as Traffic Safety,
Narcotics, Courts, Planning, Budget Research,
and Public Relations for Glendale and Phoenix
City Governments.

Working on a one.toone basis with high school
students who have little aptitude or interest in
athletics, helping overcome *Mr risluchin tat

join in group sports.

Assisting with Newsletters for City of Glendale
or Community Action Centers.

Tutoring high school and elementary 4000i SW
dents in all areas of the curriculum, 'including
students who are learning English as a second
language.

1.3

In

offenders

Working

children.

Working

leveloprnl

Giving

for High 1

Writing IN

as part of
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COMMUNITY SERVICE OPPORTUNITIES-A BRIEF SAMPLING

Working in departments such as Traffic Safety,
Narcotics, Courts, Planning, Budget, Research,
and Public Rtations for Glendale and Phoenix
City Governments.

Working on a oneto-one basis with high school
students who have little aptitude or interest in

letics, helping overcome their reluctance to
join in group sports.

Assisting with Newsletters for City of Glendale
or Community Action Centers.

Tutoring high school and elementary school stu-
dents in all areas of the curriculuni, including
students who are learning English as a second
language.

3

Interviewing and reading use histories of first

offenders for Maricopa County Youth Seivices.

Working as aides in programs for exceptional

child, in.

Working with migrant chit en at various Child

Development Centers in arby communities.

Giving tutoring assistance to adults preparing

for High School Equivalency Certificates. .

Writing letters for and reading to Senioi Onions

as part of the YWCAs Friendly Visitors Prograrti.



Register for Projects in Community Service as

an elective under one of the departments listed

below.

Choose Secticr number

according to the number

of credit hours desired.

ART ENGLISH

GENERAL BUSINESS

HOME ECONOMICS

JOURNALISM

MEN'S PHYSICAL EDUCATION

MATH PSYCHOLOGY

READING

POLITICAL SCIENCE

1 ii

I

WHY SHOULD I VOLUNTE RT

This is a question that every studen,/ must answer
for himself, in light of personal trotPiiitions and in-

terests. For example:

Cen I involve myself and relate to other people?

Do I really understand the -ackieres social pro-

blems that others are obligated to live with?

Am I willTrig 16 try to help others-who are !es:

fortunate than -1?

Do I feel sir intrinsic identification with other

Mote?

Can I find something to make my life:more
meaningful in terms of enriching it by helping

others to help ttwmselves?

Is this perhaps an opportunity to find a satis-

fying career, if I am adaptable to the work in-

volved?,
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ADULT
LITERACY
COUNCIL
ARIZONA
DISTRICT
# 4, INC.

/

LAUBACH
METHOD
"rACH ONE rEacH ONE"

ADULTS-Learn to read...



PURPOSE.

The Adult Literacy Council - Arizona District 44,
InC., hopes to help reach and ti etch many of the
143,000 adult illiterates and semi-illiterates in
in our states to read and write better. Such
skills are the key to self-respect, a better job,
a more responsible citizenship and parenthood.

EACH ONE TEACH ONE"

Each new reader Who seeks help is assigned to
a workshop-trained tutor, usually on a,.onv-to-one
basis. They work together an average of three
hours a week at a location that is mutually con-
enient.

%II 1T 1RE THE LAI BACH MATERIALS1

0 or forty years ago Dr. Frank Laubach origi-
natPd his unique method of pictures and sounds
In teach adult illiterates.' The Laubach method
has been used in 105 (tWE'r,,,,, with mat en al,
adapted to 314 lani.ivages, This method 1, widt
h ust d in adult basic education thite,gliont the
t nit,(1 Statt, and is the basis for ,nstrution

prier t, sponsor, wunottee.

flo.thud uses phono s in tisso(
anon with isual aids. it tt.atun.s a c aretulIN
controlled practii al for abulary. There are uddi-
ilnnal materials on the art u:, reading leiels,
Inc lading a eek1N new -,paper published on I w
reading

TEACHER "[RAINING .

Eftutbditti Any literat,, adult with time and on-
ern for others, e-1

4

Traintnu Ten to fifteen workshop hours in the
technique 01 using Laubach materials as
taught by a qualified workshop teacher. Work-
shops can be arranged in -anv area where
there is sufficient interest.

Contact is maintained with the actiNe tutors
through a monthly Kaffee Klatsch and a News-
letter. Follow-up help is given to tutors as
their students advance.

Opportunities Trained literacy workers can:
Teach an adult non-reader new skills
Give talks for literacy
Help promote and publicize literacy
Write for new readers
Provide literacy liason with groups working-
with the disadvantaged
Type and help with administrative work

Every concerned literate adult who is willing to
devote the time and is workshop-trained can find
an area of sent ice.

F IN INCE S

The local voluno.er tutoring program is support 'd
nominal workshop tees and contributions of

pm ate Indll idual s and groups.

I III BF GINNING S It DEN I

1 truthititti An% non-reading adult with a desire
to learn is .ek

Coq Then it is possible, the student is asked
to pay for 111%, materials. Where there is a
lack of funds other arrangements may he made.
There is no charge for the serY ices of the
tutor.

- Students should he willing to attend at
least three hours per week regularly.

Ha( e At a home or a location such as a church
or a lihrarN which is cum enient to both tutor
and student.
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ACTIVITIES OF 'I IIE.
TEACHING PROJECTS COMMI ITEE

Working through its members and in cooperation
with national Laubach Literacy, Inc., and inter-
ested indniduals. the Adult Literacy Council-
Arizona District #4 seeks to:
Organize workshops for training tutors.

Recruit adult non-readers through all media-
TV. radio, newspapers, agencies, etc., in the
hope of reaching them to teach them to read
and write.

Arrange assignment of tutors and students.

Encourage new adult readers to use appro nate
material in the Public Library.

Keep statistics of all teacher-student work to
aid in improvement of methods.

De%elop new teaching materials at adult inter-
, --est levels.

I him toninutte4. cooperates with Arizona Adult
Bai-.1 Education Pruiects_and other interested
\igerptes 'the state and with community groups
w irking v it h the eilsft(iantagt.d.

I {{O-I 01 I) 10Rh

Adalt later& Council, Inc.. is attempting to
hell, r t t the hallenge of the newt here in this
state In .uirlitoui. there t, a deep ot ern for
the tir.omt need for literacs swrk In ()flit.r parts
of tin world. Limbach Literal , Inc., a non-pro-
fit oreani/ation, is krumn. respected and
corned ui underde% el()ped nations of the world.
To help raise funds to support the production
of tea( run.: materials and the ,ending of literac,s
teams into these tulif !. countries is another func-
tion ,)1 !he stalk' COI/Min:it ing COMMittef% For
tin phase of the work done through the "Con,-
parue.-, nt C'ompassion" Committee, please call
944.330 ,.

t
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the very processes of democracy itself are
damaged by the fact that so many Americans lack
basic reading-tools."

National Reading Council, 1970

There are between 15.5 and 21.2 million persons in the
United States who are functional illiterates (who cannot
read well enough to fill out routine applications for
such items as loans and driver's licenses)., Many are un-
employed, bitter and helpless. Many of their children
swell the number of dropouts and juvenile delinquents.

Thousands of volunteers from NALA affiliating groups are
teaching illiterates and semi-illiterates in their own
ftommvn:itiAn..,Why do people volunteer? Alone. with purely
humanitarian or Christian motivation, people find it a
stimulating personal experience. In a day of escalating
automation and increasingly depersonalized charity, "Each

One Teach One" literacy gives something meaningful to the
volunteer teacher...He needs the satisfaction of knowing
one person can make a difference.

From border to border, thousands of volunteers have sat
across kitchen tables, met in church classrooms or any-
where they could find a table, chairs and a little privacy
in order to feed their personal hunger for doing something.
that makes a difference.

Out of this "making a difference" has emerged the many
valuable ideas incorporated in this kit. Our thanks to
the many who have caught Dr. Frank Laubach's vision of a
literate world and are volunteering their time to make it

a reality.

40

NALA -Metro
4/74 (rev.)



I

1. First Things First

A. Read to get an orio.ltation to Laubach Literacy/
NALA .;

A World-Wide Concern

Laubach Literacy is Organized

The National Affiliation for Literacy Advance

Front Pocket:

Apostle to. the Illiterates, David Mason

Laubach Literacy News, Our World Responsibility

Laubach Literacy in Action (brochure)

U.S.A. Literacy Programs (brochure)

International Literacy Programs (6ochure)

B. Become Aware of the literacy needs throughout
the world.

What You Should Know About Adult Illiteracy

World LiteracifStatistics, Educ-17

U.S. Literacy Statistics, Educ-18

Local Literacy Statistics

About Poverty and Illiteracy

21
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A WORLD-WIDE CONCERN

Dr. Frank C. Laubach began his literacy work among the
natives of a fierce mountain tribe in the Philippines over
forty years ago. He subsequently traveled the globe and
worked in all the underdeveloped areas of the world, developing
his methodology in 313 languages and dialects in 105 _countries.
He firmly believe( that much of what is wrong the world today
can be attributed directly or indirectly to the problem of
illiteracy, the handmaiden of poverty and oppression.

Dr. Laubach believed in war - but not a war of guns and hate,
rather a war of love: Only as people joined together in love
would there be a chance of attacking the problem of illiteracy.

Hope is a Man Learning to Read
- from LAUBACH LITERACY NEWS
December 1966

Everybody know, says Dr. Laubach, that
the worst famine in,,hstory is about, to begin;
it is the uneducatea. masses who are starving; and
the answer lies in the united efforts of a great

many people of integrity and idealism, like you.

You can begin where you are, if you will - --
enlist your neighbors in the compassionate war

-- the war on illiteracy;
' pray, not for selfish purposes, but that our planet

becomes the kind of world it ought to be; and
join with thousands, pooling your funds

to help train nationals to teach their countrymen.

Outside of the US and Canada, Laubach Literacy is working in
eight countries - Afghanistan, Brazil, Colombia, India, 'Jordan/
Israel, Mexico, Panama, and Rhodesia. Laubach emphasizes the
development of literacy programs staffed b host-country nationals
and carried out through indigenous community structures.

Principal features of Laubach programming include: 1) development
of student participation at all levels of program decision-making;
2)development of an empathetic "Each One Teach One" relationship
in which both teacher and student learn; 3) methodology adaptable
to individual student differences; L) publication of primers and
easy-to-read literature on topics of immediate importance to
students; and 5) training and utilization of volunteer teachers.

Efforts of the international programs are concentrated in t areas:
1) materials development; 2) training of writers, tutors and
program organizers; 3) technical assistance; an I!) financial
assistance.

4Ait4-17,te7i

22 2
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LAUBACH LITERACY IS ORGANIZtD

Laubach Literacy was incorporated in 1955 as a non-profit,
non-governmental, orRanization*for improving the human
condition through basic education. -Laubach Literacy is non-
sectarian and is tax-exempt.

Laubach Literacy is recognized:

Laubach Literacy cooperates with or is recognized by many
private and governmental organizations. For example, Laubach
Literacy is:

- A member, Advisory Committee on Voluntary Foreign
Aid, and a recipient of commendation by the U.S. State
Department, Agency for International DevelopMent.

-A partner in the "Right to Read," U.S. Department oil
Health, Education, and Welfare, Offide of Education.

- A recipient of honorable mention of the 1971 UNESCO,
literacy prize for its work in the U.S.A.

- A recommended program of international service club
and many religious bodies. ;IA

- A participant with Syracuse University in providing
graduate education in literacy/adult-basic-education programming.

- Listed with the Council of 45etter Business Bureaus,
Washington, D.C., and the International Assembly of setter
Business Bureaus.

Laubach Literacy works internationally:

Literacy projects in eight developing countries receive funds
and program assistance from Laubach Literacy. Many more countries
receive information or training through Laubach Literacy.

Laubach Literacy serves in the U.S.A.

Recent polls and census 'data concur that more than 20 million
Americans are functionally illiterate - that-is, they cannot read
well enough to cope with ordinary reading matter which is vital
to their work and living in our society.

In 1967, Laubach Literacy formed the National Affiliation fore
Literacy Advance (:ALA)) to provide training and back-up
services to volunteers. viore than 11,242 active literacy
tutors are now serving more than 20,200 learners in 48 states
and Canadian Provinces.

A recent nationwide survey indicated that, on the average,
Laubach students improved their reading by three-fourths of a
school year in 30 hours of tutoring.

Learning materials are created:

In every country, Laubach materials are created to meet the
special needs of the learners. In the U.S.A., for example, the.
New Readers Press division of Laubach Literacy publishes the
most extensive series of teaching and easy-to-read,materials.

See Laui,ch Literacy Cr,7,anization Chart, p. i6

.?.3



THE NATIONAL AFFILIATION FOR ITERACY ADVANCE

AN UMBRELLA FOR LAUBACH VOLUNTEERS

From its inception the National Affiliation for Literacy
Advance (NALA) has been a grass roots movement. The idea of
a coordinated body of Laubach volunteers germinated in 1966
with a group of Laubach volunteers in Washington, D. C. who
presented it to Laubach Literacy. "We need a clearing-
house to exchange ideas and technique; being used by our
Laubach colleagues in other cities and states," they declared.
NALA was born when Laubach Literacy responded by employing
a full-time worker to develop that concept.

NALA's major concern is to train persons to be tutors of basic
reading and writing for adults and out-of-school teenagers.
It also trains in the techniques of teaching conversational
skills to under-educated, non-native speakers of English.

Laubach Literacy has trained volunteers to teach under-educated
adults in the United States since 1945. Not until 1967, how-
ever, was the attempt made to draw the scattered groups of
Laubach workers together in a coordinabed activity. The 27
groups and 1,949 members recorded in April, 1968, at the end of
NALA's first year,have now grown to a network of 266 groups
one 1',114 nnml-eracIn 49 of the Unitod qt-tss and two Ca:Indian
provinces.

As a clearing house of volunteer activities, NALA brings its
affiliate members together each year in either national or re-
gional conferences for exchange of information and techniques. 4

It trains persons who wish to write materials at a simplified
level for adults. In addition, through its publications,
LITERACY LEADERSHIP1, LITERACY INTERCOM2 and Education-Bulletinsi,
it provides back-up services for its workers. NALA publications
provide additional training, and share information from the 1

field on literacy organization plans, promotional and.fund-
raising ideas. It sets minimal performance standards apd certi-
fication for its trainers, tutors, writers, and leaders4. NALA
structures its act sties through an Executive Committee of
officers and six r gional chairmen, and also through eight
committees appointed by the Executive Committee.5 The Metro
Expansion Program is a specially funded two-year project of
NALA, in which NNLA is committed to establish one new project
in a large urban'area in each of NALA's six regions.°

1See publication end of Section I
2See publication end of Section I
13See list page 17.
See NALA brochure in front pocket
5See NALA LL organizational charts, p. 14
()See Metro Expansion Project charts, p. 15

44
NALA-Metro

4/74 (rev)



A. WHAT YOU SHOULD KNOW ABOUT ADULT ILLITERACY

Materials to be studied: (pp. 6-13)

World Literacy Statistics. You will see on the
map (p. 6) that most countries in the free world are more
than 35 percent illiterate. Tile inability to read and write
means hunger, poverty, poor health, unemployment, etc.
KNOW: At least 2 of every 5 adults in the world (710-810
million) cannot read or write in any language.

United States Literacy Statistics. Read (pp. 7-9)
to become familiar with the extent of illiteracy in the U.S.
KNOW and be able to explain the significance of the facts
about your state. KNOW the findings of the 1970 and 1971
Harris polls.

Ldta.:1 (County, Metro Area, Community) Literacy.
Statistics. This material is to be supplied by yourself
(p. 10-11). KNOW who is illiterate in your area. This inform-
ation can be found in your library. Consult 1970 census
volume on your state, Table 83 and 120, "General Social and
Eeonnrin (111PPPY.i,2t1c., .4hen qi,dt4ng statictico, alwaya
be prepared to give the source and date.

About Poverty and Illiteracy. Pages 12-13 provide a
general statement. Be able to relate it to your local
situation: that statistical parallels are there between
poverty and illiteracy? Between the existing school system
or educational requirements and illiteracy? KNOW the defini-
tion of the"term "functional illiterate."

5
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Literacy Defined:

To identify the educationally disadvantaged minority in the
United States requires a specific context and operational
definition of "illiteracy" and "functional illiteracy."
These definitions vary widely.

For practical considerations; the illiterate and fuRctional
illiterate are most often described in terms of the number
of years completed in,school and a specific age range.

Bureau of Census population reports on educational attain-
ment consistently characterize the adult population as persons
25 years old and over and assign a Particular grade level as a
measure of functional illiteracy. In its survey or March, 1971
5.5 million persons in this age group did not attain a fifth
grade education.

Two national studies have already applied the concept of
performance testing for measuring adult reading ability. In
1970, Louis Harris and Associates, Inc., were commissioned by
the National Reading Council and, in 1971, by the National
Reading Center, to assess adult functional reading ability in
the United States. Harrisemployed such performance testing .

instruments as application forms for public assistance, `

social security. bank loan. Medicaid, driver's license,
unemployment benefits, Selective Service, classified advertis-
ments for employment and housing. Also used were printed
instructions for making a long-distance telephone call,
followed by questions based on the instructions.

The Louis Harris findings - similar in both 1970 and 1971 -
were that between 15.5 and 21.2 million persons or 11-15t of
the United States population 16 years and older failed more
than 1011'of his performance-criteria test items. For these
individuals, the Harris report of 1971 concludes, "
serious effort would he required of them to respond to the
printed word in real-life situations.

taken from
.A Descrintive Study of a National Volunteer Adult). -.211.

Prcr,ran in t;ic; United States vith an Analysis of Studer.
ReadinQ Grade Level Change.

1972. John M. Stauffer

For a census breakdown by cities and counties, consult GENERAL
SOCIAL ECONOHIC CHARACTERISTICS, Tables 83 and 120, in your 111
stag volue. InformaLion available from local public or
college libraries.

Educ-18
7 3/74 (rev)
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Local Literacy Statistics

Why do you need to know?

As you begin a literacy projectit is very important to
know the extent of illiteracy in your own community.
Before people will give their time, energy and funds they
need to be convinced that there are indeed, persons in
their community who need to learn to read and write, who
have not been reached by other programs. Most people do
not admit to illiteracy; therefore, it is not always easy
to locate the persons who heed the help you are ready to

provide.

Where can you find the data?

The government census report on the education level of a
given population group is at least a place to start.
From this report you can find the numbers and years of
school completed, of persons 25 years and older, in a given

area. Adults who have never gone to school or have less than

5 years of school are those who doubtless need baktic reading

skills.

41/ For a concur; brcal:.'1^1:r. by c4t4e- and counties consult Ganero
'Social and Economic Characteristics, Table 83 and 120 of

your state volume. This information is available from local
public and university or college libraries.

For cities with a population of at/least 25,000 more detailed
information is available and can be used to do a "Needs
Assessment" for your city.

In the Reference Department of your public or college library
consult Volume PHC-1 for your city. You will find your city
divided into census tracts. The tables provide data on the
general, social and economic characteristics of the population

of that area. Those of particular interest to our work
include 1) years of school completed by persons 25;years old
and, older, 2) the percentage or numbers of ethnic Population
and, 3) the number of families with poverty level ;income.
Included in the back of this volume is a map of the area and

the census tracts.

How can you graphically chart the data to show others?

I. Photocopy the map in the back of the volume and
mount on cardboard.

2. Indicate on the map the number off' persons

NALA-Metro
4/74

lo



25 years and older with less than 5 years
school. To do so use five different color
dots, each color to indicate a given number
of persons (for example: yellow 5-54;
orange 55-124; etc.)

3. Use a plastic overlay on the map with a
variety of shadings (vertical, diagonal lines,
xxxxx's or dots,) to indicate the percentage
of one ethnic population of special concern to
the literacy project. Only the one ethnic group
will be charted on the census tracts.

4. Use another plastic overlay on the map, in the
same way, to designate the number of families
with less than $3,000.00 yearly income.

This completed map can grapl'ically and dramatically correlate
the literacy, ethnic and economic characteristics of your
city and/or county census tracts.

The map will become a useful tool to the student recruitment
coimittee when they are determining where to begin searching
for students who need tutoring.

11



About Povt,' 4-tmacy.

Figures reporting poverty in the United States vary from 12
to 15 million persons whose annual incomes are under $2,000
to 40 to 50 million, whose annual incomes are $3,500 or less.
In The Other America, Michael Harrington says, "The poor
in America constitute about 25% of the total population."

The causes of poverty are complex, but it is no coincidence
that the number of functional illiterates in the United
States corresponds closely to the number of hard-core poor.
Illiteracy is both a cause and an effect of poverty. The
ability to read and write is an essential weapon in the war
on poverty. So totally have the illiterate poor been
walled off from their fellow citizens by a barrier of
ignorance that it si said they constitute "a nation with-
in a nation," "a culture within a culture.".

Some reasons for illiteracy:
k

Inability to read is, in itself, neither a disgrace nor a
sign of low intelligence. Many of the reasons for functional
illiteracy reflect the failures of society rather than those
Cy thc individual.

A few of the basic causes of illiteracy are:

- Personal poverty -- no "school" clothes, not
enough energy food, no transportation

- State poverty -- insufficient schools and/or
school buses for transporting students

- Migration of family -- resulting in spasmodic
school attendance

- Illness

- Necessity to earn a living or augment the
family income -- resulting in school drop out

- Second-class education -- inadequately trained
teachers, insufficient textbooks and equipment,
and racism

- Underachievement and/or limited ability,

62
NALA-Metro
41:74 12



Members of certain racial or ethnic groups and those living

in ghettos or some rural or isolated areas have often hqen-

affected by several of these causes.

Inadequate education is intensified by the culture of

poverty. Whereas the reader has occasion to use and re,-

inforce his reading skills every day, the non-reader falls
further behind as failure piles upon failure. The non-reader

too often is the offspring of undereducated_ parents. The

bookless, non-reading family, caught in the web of poverty,

is not likely to provide incentives for learning to the
family members, child or adult.

Some terms:

The term "functional illiterate" as used in the United
States in the past described an adult oft 25 years or more

who had less than fifth grade schooling. The National
Reading Council survey of 1970, conducted by Louis Harrus

uses "functional illiterate" to indicate a person over age
16, who lacks the reading ability necessary for survival in

the United States today.

Other terms such as "educationally disadvantaged,"
"undereducated," and "non-reader," when applied to adults

are similar in meaning.

"About Poverty and Illiteracvp was taken from Handbook for
Volunteer Reading Aides, by Norma Brookhart (Lutheran

Church Women, Philadelphia, Pa. Revised March, 1972) and is

used with permission.
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EDUCATION BULLETINS

pages

EDUC
4/74

NO. of

- 1
(rev)

Cost
each

*
EDUC 1 4/74 (rev) Education Bulletins 2 N/C
EDUC 2 1974 Directory of NALA Groups and Advanced

Certification for 1974-75 20+ $1.00

EDUC 3 9/69 Steps for Developing a Local Literacy
Program 4 .12

EDUC 4 2/72 Guidelines for New Streamlined English
Workshops 8 .24

EDUC 5 4/74 (new) NALA Certification Standards 2 .06

EDUC 6 7/73 (rev) Student Progress Report 1 .03%

EDUC 9 4/74 (:_ev) Literacy Workshop Evaluation (a form) 1 .03

EDUC 9 4/70 Guidelines for Workshops in Teaching English
as a Second Language with NSE 15 '.45

EDUC 11 8/69 How to Organize a Literacy Council
including a Suggested Literacy
Council Constitution 3 .09

EDUC 12 3/71 Application Forms, National Affiliation
for Literacy Advance (a list) 1 .0:1

EDUC 13 3/74 (rev) Brochures and Leaflets and Information
Pieces (a list - LL, NALA, URP) 2 .06

EDUC 14 3/74 (rev) Literacy Tutor Data Sheet _1 .03

EDUC 15 4/74 (rev) Ordering of aterials from NALA and New -

Readers Press - NALA Discount 1 .03

EDUC 16 2/72 Far Training and Phonics 2 .06

EDUC 17 3/72 World Lit:racy Statistics 1 .03

4..uu,- id 3/74 .(rev) united zlcates Literacy 6catisticb 3 .t,

EDUC 20 4/72 Develop a Promotion Committee 4 .12

EDUC 24 3/74 (rev) Standard vs. Non-Standard English 3 .09

EDUC 25 ,1/71 Bibliography and Film for Tutors,
Trainers and Leaders 11 .33

EDUC 26 6/68 General Lesson Presentation - USE-Skill
Books 1,2 and 3 2 .06

EDUC 27 4/74 (rev) New Streamlined English Series Student
Checkup Report 2 .06

EDUC 28 9/71 Language Arts and Reading Skills
Presentation 5 .15

EDUC 29 3/74 (rev) A Ladder of Literacy 2 .06

EDUC 30 3/74 (rev) How to :lake Speecn Sounds 4 .12

EDUC 31 3/73 (rev) Introduction to Writing for New Readers 2 .06

EDUC 32 4/74 (rev) Word Selector List - NSE 1-3 6 .18

EDUC 32a 3/70 Word Selector List - NSL 4-5 12 .36

EDUC 33 4/73 (rev) Guidelines for Worksnoo - Writing for
New Literates 6 .18

EDUC 36 4/70 Types of Structural Drills for TESL 6 .18

EDUC 38 12/69 An Informal Way to Find the Reading Level
of a Student .. 3 .09

EDUC 39 3/22 Review and Reinforcement Ideas for NSE 14 e.42

EDUC 40 10/69 Syntactic Structures Ordered According to

Difficulty 8 .24

EDUC 41 12/69 Row to Finance Literacy Programs 4 .12

EDUC 43 4/74 (rev) Allowable Deductions on Unreimbursed Expenses
Incurred in Volunteer Service to Laubach
Literacy 3 .09

EDUC 44 3/73 Books by and About Dr. Frank C. Laubach 1 .03

163 5.29
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EDUC 1

Cost: One complete set of Education Bulletins $4.00

Education Bulletins in quantity in any combination .03 per printea page

All new & revised Education Bulletins listed above 2.00

Subscription to any new or revised EB (in addition

to those listed above) mailed automatically
until May 31, 1975. 2.00

EDUCATION BULLETINS BY SUBJECT AREAS STANDING COM. CONCERNED

1. Bibliogranhies Certifications
Publications

4, 9, 25, 33, 44 TESL

2. Develoninc & Sustaining Local Programs Finance
Organization & Administr.

Promotion

1, 3, 5, 11, 12, 15, 20, 41, 43 Recruitment,

3. Forms: data, application, evaluation Research & Evaluation

Certifications

6, 8, 12, 14, 27 TESL

4. Literacy Statistics Promotion

17, 18 Certifications

5. New Readers Press Materials Organization & Administr.
Publications

15, 29 Curriculum Development

6. NSE Descrintion and Analysis Certifications
TESL

26, 27, 28, 29, 32, 32a, 38, 39 Publications

7. Promotion & Public Information Finance
Promotion

1, 2, 13, 17, 18, 20, 41, 43, 44 Organization & Administr.

8. Tutoring Aids Certifications
TESL

16, 26, 27, 26, 29, 3U, 31, 32, 32a, 38, 39 Publications

9. TESL and ;on- Standard English
9, 24, 29, 30, 36, 4U

10. Training; worksh p guidelines

4, 5, 8, 9, 17, 18, 33

11. Writing for New Readers
29, 31, 32, 32a, 33, 4U

NALA, Box 131, Syracuse, New York 13210

TESL
Certifications

Certifications
Publications
TESL

Publications
Certifications



RECRUITMENT OF PROSPECTIVE STUDEN'TS

---

The most important of all the sponsoring group activities is

the recruitment of students. e tutor training team gives

a tutor-training workshop only when enough students have ex-

pressed a desire to learn to r ad and write. Nothing kills

a project faster than having e thusiastic tutors all ready

and eager to begin tutoring st dents and having no students

ready to assign.

In our experience we have found
ter are those where the groundwo
not done. We know that the peopl
are almost everywhere. But it ds
"there". Names and addresses Of
to read are needed. And this tak

that the projects which Fal-

k of student recruitment was
who need to learn to read
not enough to know they are
hose who want to learn
s a little doing!

Letters to agencies that have contact with non-readers
FUEEii employment, /vocat onal rehabilitation, welfare,

;
etc. Followed up by pers naI calls and visits.

Public service announcemeints (PSA) - a detailed descrip-

tion for writing them including some samples, (pp.24-25).

Ad in the personal column of give-away shopping papers.

Flyers or handouts distributed throughout Ulu community;

used as stuffers with welfare checks, utility bills,

and placed in supermarket grocery bags.

Posters for display in such places as neighborhood

sera- or recreation centers, housing developments,

apartment complexes, food stamp agencies, welfare
office, health center, legal aid, Planned Parenthood,

and laundromats.

Door-to-door recruitment by taking an educational sur-

IFFE7low,-income areas.

Before intensive recruitment begins be sure that informed
personnel and a phone number is available for students and

referral agencies to call.

One caution: In the search for students, third grade or below

reading level should be stressed so the student list doesn't in-

clude a number of students needing remedial help on an upper

level or those who want help to pass the high school equivalency

test. Public school adult basic education classes generally pro-

vide learning opportunities for upper-level students. The Laubach

materials are suitable for use with complete non-readers and those

whose reading level is about third grade or below, who generally

do not benefit from classroom instruction.

NALA - Metro
4/74 (rev) 20
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Methods found to be most successful in recruiting new readers

The met ods listed are in order of those indicated most produc-
tive an successful by 77 Laubach/NALA tutoring projects.

1. Contacts with community service agencies working with
disadvantaged adults:

United Way Agencies
Goodwill Industries
Welfare Department
Aid to Dependent Children
Volunteer Service Bureau
Employment Service
Social Security Office
Community Action Program
YMCA YWCA
Neighborhood Councils
Community Centers
Rescue Mission
Salvation Army
Health Agencies
Vocational Rehab. Dept.

Motor Vehicle Department
Banks
Migrant Ministry
Urban Renewal Housing Mgt.
Low Income Housing, Owners -

Prisons and Jails
Parole Officers
TB Hospitals
Mental Hospitals
Visiting Nurses
Gas Stations
Head Start Mothers
Labor Unions
Manpower Training Programs 0
P. T. A.'s '

2. Person-to-person approach by neighborhood leaders, neighbor-
hood youth corps, neighborhood councils, adult students
enlisting others.

3. Newspaper publicity, Sunday magazine section, ad in'perional
column of neighborhood shopping paper.

4. Referrals from public schools and adult basic education
program.

5. Radio and TV public service announcement.

6. Church - pulpit announcements - bulletins - newsletters.

7. Posters and flyers used in laundromats, supermarkets, health
clinic, employment agencies, with welfare checks.

8. Contacts wita businesses and industries.

9. Advertising billboards (contributed by local advertising
firms).

10. Informal coffee hour at a neighborhood center adult gatherin

31



RECRUITMENT OF PROSPECTIVE TUTORS

AND OTHER VOLUNTEER WORKERS

When students are found and a workshop date set the recruit-
ment of tutors begins. Usually, if a real need can be shown
and with any kind of publicity at all, it is not hard to find
prospective tutors. 'After several students are recruited, the
public can be told, "We have .a number of persons in our com-
munity who are asking for help to learn to read and write. We

have a reading program which has proven effective with adults
and which does not require a professional to use. We will have
a workshop to train people to use this program. Won't you
help?"

1. Newspaper publicity.
"How-to" handbook, So You've Been Elected Publicity

Chairman, in back pocket.
Prepare news article for a beginning project. (Sample,

page 24.)

2. Public Service Announcements. Radio and TV stations
are required to give a specified amount of free time
to announcing causes of service to the public. These
media have been very effective for recruiting tutors
and other interested porn:inn for the. cdunc of literacy.

3. Church Bulletin Announcements in as many churches 'as
possible.

4. Speaking engagements at ministerial associations,
Chamber of Commerce meetings, service clubs, women's
groups, and anywhere else an audience can be found.
("How-to" for literacy speakers follows on pages 31-33.)

5. Brochure. A sample from-a NALA affiliate is included
in the back pocket of this kit. It includes, in a con-
cise and appealing layout, all the pertinent facts a
casual inquirer would want. A brochure presents your
projects initial image to the public; make it as pro-
fessional looking as possible. Here's how you'll use
it:

- Mailed with appeals for'membership or funds
- Distributed by speakers at church or civic groups
- Used by tutor recruiters
- Sent with a cover letter to those inquiring about
your program

- Enclosed in letters introducing your program to
prospective Board members, media contacts, and other
supporters.

3 NALA` -Metro
4/74 (rev)
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The sponsoring group may locate persons who are interested in
a community literacy protect, but who cannot tutor. These
persons should be enlisted for other volunteer leaderihip.
The possibility of.persons or groups who can make financial
contributions should not be overlooked. Interested bpsiness
men and women may be tapped for contributions-in kind: office

..srl-ce, office equipment and furniture, stationary supplies
aL.d other needs. In fact, the investigation of community
financial resources should be a definite part of this prelimi-
nary work.

Armirio,
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A Sample News Article

When you're an adult and cannot read, living involves much
guesswork. Eliminating the quagOry of what road-signs mean
and the embarrassment of not being able to help one's child
with his homework is why volunteers are being asked to train

as tutors to tutor the estimated (number of) adults who have
not gone to school and the (numbeFT-wgi-HiTie not gone beyond

fourth grade in (city) . A ten- to twelve -hour worksh9P is
\ being held to train tutors in the Laubach methodology of
\teaching reading on a one-to-one basis.

Developed over forty years ago by Dr. Frank C. Laubach during
his work with adult illiterates in the Philippines, the
methodology recognizes the fact that adults learn differently
than children. Because an adult's mind is developed, he learns
best by association. Because he already kn ws the meaning of
words, the adult has only to learn to conne t the written
symbol with the spoken word. Dr. Laubachls1 reading methodology
haS been credited with teaching 60 million how to read. At the
time of Dr. Laubach's death in June, 1970, his reading primers
had been printed in 313 languages and used in more than 105

countries.

The mainstay of all Laubach programs, both in this country and
overseas, has been the volunteer tutor. Trained in a Laubach .

literacy workshop, the tutor works on a one-to-one basis with
an adult who has asked for help in learning to read. There is

no charge to the student for the tutoring. The volunteer pays
a nominal workshop fee and purchases a tutoring kit.

According to Mrt. , Chairman of the (group), "The

(number) adults in (city) who cannot read are statistics, but
more than that, they are people who need you. They need you.,

and they need this skill of reading which could.change the
course of their lives." The workshop being held (time and place
is to train tutors for the 'students who are now writing for

tutors. Pre-re ster by calling (name and phone).

N2A714-Itter,7



PUBLICITY AND PROMOTION

The Wonderful World of the P.S.A.

All radio and T.V. stations are required to provide free time
to non-profit organizatiomfor public service announcements--
P.S.A.'s. and are happy to do so. In addition to the various
approaches mentioned in, So, You've Been Elected Publicity
Chairman (pan 18-25, back pocket), we have the old reliable
spot announcement, 10, 20, or .30 seconds long - or 60, on rare
occasions. These are what you'll use for student or tutor
recruitment, workshop announcements, and auxiliary promotion
for fund drives and special events. The following rules will
help in using this methou for best effectiveness:

Write our soot carefully,' combining listening\appeal
wit conciseness; count on approximately 30 words for a
ten-second spot, 100 words for 30 seconds. Stations will
broadcast the shorter spots more frequently.

Observedeadlines. Try to get your copy to the stations
a week ahead of time, with the broadcasting period care-
fully marked. Kabitual good manners will provide a buf-
fer for a rare unavoidable last-minute item.

Don't abuse the privilege. Choose thestations for each
spot with a specific target audience in mind, and try to
vary the copy on repeat-',Jpe announcements, such as
workshop dates.

Tape testimonials. Some students will be pleased to crt
a tape de-3rfErt7 what reading means to them; help them
write -out their thoughts in their own words, and practice
in private with a tape recorder until you have what you

want. Second best is to tape someone in the community
whom prospective students can identify with and look upto

-- a current sports hero or local leader.

Try to .keen even the biiefest copy specific, personal
and dramatic:.

NALA -Mc tro
4/74 (rev)
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Sample Public Service Spot Announcements

For Student Recruitment:

Are you having trouble finding or keeping a. job because
you cannot read or write? There s help for you. There
are many people in (city) omant to help others
learn to read. Call (number)- for a tutor. The
lessons are private and t ey are f ee. The number to
call is . Call (Tame of_groun) .

The number again is

Everything in this life seems, harder - -or I, ossible--if
you cannot read and write. Are you an adult who needs to
learn to read? Private lessons are available to you. They
will cost you nothing. (name of group) will get a tutor

. for you. You ane.your tutor wits aecioe wnen Lo have i.Le

lessons and where you will meet. Many othersin (city)
are learning to read with a Lt.ubach tutor. Why don't you
call (nrile of vrour) (nur*er) Don't put it off.
Get help rigHtii.ray. Ca TT(name of group) (number)

Tutor Recruitment:

Do.you like to read? (number) adults in (place)
would like to if they could learn how. Ybu can help,
volunteer for literacy. The next tutor-training workshop
starts (date) at (time) . For information

call nt-1-TITFT-------- pass the word. (20 sec.)

Many adults can't read. But they can learn, and you can
help. Find out how. Call (number) (10 sec.)

41



' The Fine Art of "Scrounging!'

No literacy project springs into life fully funded, and the
majority seldom reach a state of absolute security in this
regard, so a vital skill to develop early is the art of
procuring In-Kind Contributions, hereinafter referred to as
"Scrounging". Scrounging is getting free for your project
that which otherwise would have to be paid for and any
materials or_professional services so given are-tax deductible.

You're already an accomplished scrounger, just by having a
tutoring program. According to the Office of Education Statis-
tics, quoted in the NALA Leadership, volunteer hours can be
calculated as worth $3.00 each, contributed teaching space and
office space as worth $2.00 per sq.ft.not to mention office
equipment and so forth. (These figures are very helpful in a
fund-raising campaign "your dollar goes further," etc. an-
other place where record-keeping comes in handy.)

The following is a liot of some of the places to begin deve-
loping your scrounging skills!

Churches - Aside from offering the support of literacy
missions and tutor recruitment, many churches can provide
office space and/or furniture, use of a telephone, and
access to printing equipment.

Schools - Aside from the obvious benefits of expertise and .

status that a close liaison with your Adult Education depart-
ment can offer, there is also the opportunity to have class-
room and office space, access to printing and other equipmeht,
built-in student recruitment, furniture, teaching aides,
libraries, paid-for Skill Books, paper, stencils, etc.

Business and Industry - One group reports their brochures have
always been contributed free -of- charge by the state AFL-
CIO. Another's posters were printed 'find designed by the art
department of a local T.V. station, on poster board donated
by a printing company. For years, all the paper for another's
newsletters, kits, and flyers have been donated by local
paper companies. A major printing company gave one lovely, '

gold-bordered "Certificates of Appreciation"-- of which they
were one of the first recipients: Board members in local
industries have not only done most of the printing of such
items as Board Minutes and solicitation '.etters for many
projects but, they have also covered the mailing costs.
Some industries, such, as G.E. and Xerox, ever have a policy
of lending out their executive talent. Your local Adver-
tising Club may provide talent for design and layout of pro-
motional materials, if you pay the cost of materials and
execution. (Most of your media promotion will be free. See
the article on P.S.A.'s. page 25 and 26).

NALA-Metro
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The Fine Art of Scroungina (cont'd)/

Services may,come from various so rces. liever pay for
a service without first trying t scrounge it. For
instance:

Legal Services. Attract a'lawyer to your cause, to
secure your state charter and your tax-exempt status.
Accounting services. Scrounge your annual audit

(required by I.R.S.) and the know-how to setip your
bookkeeping practices.

Public /Relations services: Tapes, sl.Aies,

The followipg attitudes will help to insure successful scrounging:

As in everything else, get the right person for the job.
Your /most successful scrounge may be in capturing the interest
and enthusiasm of someone with lots of contacts, whose talents,
or at least name, you can use.

Be specific. Have an idea of what you want, when you need
it, in what quantity, and to what purpose. It is wise also
Lo be prepared DO offer an alternate proposal in the event
your contact is unable to provide you with the material or
service requested -perhaps he can contribute something else
you need, or cash.

Follow up. Writea thank-you note, teliirg how the contribu-
tion was used and what was accomplished. Do this also with
money gifts, of course.

35

Never forget, the most important thing you can scrounge is
good will. Always leave your contact with a positive feeling
for your program. Your enthusiasm and dedication is contagious-
give your contact a chance to catch it.

I 1



III. Training of Tutors in the Laubach Methodology

The Laubach Reading Program

The Tutor Training Workshop

Brief Outline of the Laubach Workshop

The New Streamlined English Kit

\ Ordering of Materials

The New Streamlined English Series (brochure)

NALAMetro
4/74
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TIE LAUBACH READING PROGRAM

The aim of the Laubach method is to enable the adult to learn
to read the language he speaks as quickly and enjoyably as
possible.

The Laubach methodology is not a static system, fixed once and
for all. It has evolved during the past 40'years through prac-
tical experience in teaching thousands - even millions - of
adults to read. Lessons have been prepared in 313 languages re-
presenting.105 countries, including most of Asia, all of Latin
America and nearly all of Africa.

The methodology was first known as the "key word" method be-
cause of the use of key words to teach individual sounds. Later,
as Laubach Literacy teams worked in other languages they deve-
loped other devices to help the student Finally, the Laubach
team developed a method of teaching each letter of the language
by associating the shape of the letter with an object whose
name begins with the sound the letter represents.

Laubach Literacy is constantly trying to improve the lessons to
make them easy as possible for the adult student. The lessons
are never considered successful just because they sound logical.
They ore accesano r,nly as they are proved in the field. Ever
after they are published, Laubach Literacy encourages suggestions
for improvement, provided these suggestions come from practical
experience.

SJME PRINCIPLES OP THE LAUBACH METHOD

1. Establishing sound-letter relationships
2. Learning through association

-3. Moving from the known to'the unknown
4. Familiar vocabulary introduced
5. Use of repetition to strengthen the visual image
6. Use of meaningful content
7. Something new in each lesson
8. Independence in learning
9. Reading and writing taught together

10. Lessons easy to teach

46



THE TUTOR TRAINING WORKSHOP

Initiating a new project is a little like "Which comes first,
the chicken or the egg." It's hard to recruit students and
tutors without a date for the tutoring to start and you don't
want trained tutors with no students to tutor. Usually when a
date for the workshop is set, the recruitment of students and
tutors begins and a big dash of faith is added that enough of

both will be found by the time of the workshop. Students are
needed to be paired with tutors at the end of the workshop.

The tutor training workshop requires a 10-12 hour period and
must. be arranged to be completed within 3 days. It can be
scheduled during days, nights, or weekends. The full workeop
is re tired for persons to receive a certificate. A minimum*

of people e who are committed to b6bome tutors, plus the spon-
sor ng group and other leadership, should register for
the workshop (30-45 persons altogether). Pre-registration for
;;Ile workshop is required. All notices should contain the in-
formation--that pre-registration is necessary and the full.
workshop_ is required for a certificate. ,Experience has taught
that it is best not to consider a person registered until his

fee has been received. It is helpful to send a confirmation**
card after-the workshop fee is receivede A Tutor .Data Sheet
(eamplej AprendiT) will he fi11ed nut at the workshop by each
tutor.

A suggested workshop fee is $3.00 or person. This amount is
usually enough to cover the duplicated materials used in the
workshop and the workthopper's first year's membership in NALA.
Each local group decidei on a fee according to their needs.

The sponsoring group orders and takes responsibility ror pay-
ment to New Readers Press for the tutoring kits @ $8.00. (Lists

and prices, see page 40 ). This is a revolving account, re-
imbursed when the tutor buys the kit at the end of the workshop.
The sponsoring group should underwrite the cost of the workshop
fee and tutoring kits for tutors committed to tutoring but who

cannot afford the cost. Each person who tutors will need a kit

to prepare the lessons. The students are encouraged to buy
their own books as they use them; for example, ;the first Skill

Book costs only $1.26. A small fund should be available for
student books for those unable to purchase them.

The cost of the initial consultation, recruitment helps, training
team and organization helps will be underwritten for the Metro
Expansion Projects by NALA. For groups not involved in the Metro
Expansion Projects, a workshop team and consultation can be
arranged for with NALA/Syracuse on a cost basis. '

*In the Metro Project
** M-2 - Appendix

47
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Brief Outline of a NALA/Laubach Training Workshop

1. Brief developmental story of Laubach Literacy. -and its
world-wide influence since the beginning of Dr. Frank
C. Laubach's work in 1929.

2. Illiteracy in the world, in the United States, in the
state and in the local community. The need for the
"Each One Teach One" approach.

3. Instruction and practice in teaching The New Streamlined
English Series. (See NSE descriptive brochure at the
end of SiESN III.)

4. The psychology of tutoring undereducated adults.

5. Introduction to writing for adult new .readers.

/

6. Additional materials for the adult new reader - the
"Ladder of Literacy" concept.

7. Relationship of the local'project to the National
Affiliation for Literacy Advance and Laubach Literacy, Inc.

Note:
The statements on pages 38-39, relate to the New Streamlined
English Series (NSE) basic training workshop for tutoring
in reading and writing. If training is needed to teach
conversational skills to persons who are learning English as
a second language, an additional 12-hour training workshop is
needed. This additional workshop could change the cost of
materials and the workshop fee.
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New Streamlined English Tutoring Kits

Teachers Manual $2.89

Skill Book 1 1.26

Skill Book 2 1.38

Skill Book 3' 1.59

Check-up for each Skill Book (3qD2Oci ea.) .60

Diploma for each Skill Book (3@ 14 ea.) .30

Tesi. Manual rur Chauk-ups *
Le

Correlated Reader -- In the Valley .59
City Living .59
New Ways .69

$10.314

Less 15% Discount for NALA'Members 1.514

$ 'd.80

NALA-Metro
4/74 (rev)
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IMPORTANT NOTICE:

NALA Supplies Chairmen

ORDERING of MATERIALS from
LA and NEW READERS PRESS

Re lations regarding New
Rea ers Press NALA Discount

All materials should be ordered six weeks ahead of time to allow ample time for
delivery.

1. EDUCATION BULLETINS order from he NALA office, per EDUC 1.

2. All materials listed in the New aders Press catalog order direct from New
Readers Press (NRP) by specific ti le and quantity. NRP address is Box 131,
Syracuse, New York, 13210, and its hone is (315) 476-2131 or 2132. Orders
under $5.00 must be prepaid. Current catalog prices dude postage (and handling) except for Special Handling,
which is billed at an extra 2% of the order.

3. All printed brochures and pamphlets ex =nt Education Bulletins order direct
from NRP by exact quantity, titles and tocE-FUWEIFi per EDUC 13. Send
$1.00 for every aCO, plus 25ft for each a ditional 100 or fraction thereof.

4. Changes or corrections should not be made n the face of an invoice when
being presented with payment. If the invoice is incorrect, please notify
NRP before making out your check. The invoi e number should be.Fiven and
the problem clearly stated. Errors' will be morrected by reinvoicing, or
issuance of a credit memo.

5. Accounts are payable within 3u days.

6. NALA Certificates
Order direct from New Readers Press @lest ea. plus postage:
Laubach Tutoring Certificates (for workshops)
Laubach Writers Workshop Certificates

-- May be ordered only by NALA authorized Supplies Chairmen, Tutor
Trainers, Master Tutor Trainers and Instructors of Writers.
Please indicate authorization or certifi,.1.ion with each order.

-- May be issued only by Certified NALA Trainers or Instructors of
Writers.

Order direct from NALA office @lO ea. plus postage:
Senior Literacy Tutor Certificates

May be issue. by local literacy groups.Literacy Leader Certificates

Tuter Trainer, Master Tutor Trainer, and Instructor of Writers Certificates
are issued only by NALA upon receipt of Certification Application farms.

. 7. REGULATIONS CONCERNING NALA DISCOUNT PRIVILEGE on NRP materials

EDUC.-I5
V74414Lev.

NALA discounts are granted by NRP only upon request with each order. NALA
aiscounts are granted by NRP only upon request with each order. The discount
is granted for materials listed on EDUC - 29, Ladder of Literacy, and fer
subsequent readers added to the series listed on EDUC - 29. You must state
Whether you are a NALA member, a certified trainer, or a Supplies Chairman.

1) No 15% discount will be allowed for orders under $5.00

2) The 15% discount will be allowed to and NALA member on orders uo to but
not exceeding $50.

3) The 15% discount will be allowed on Ini_orders exceeding to persons
authorized by NALA groups on Form7-5.-,---"gUMies ChairmanIkranc----
Group Orders." Additional N-5 cards may be requested from the NALA
office for groups who may wish to register more than one Supplies
Chairman. Example: A council may wish to register a person from each
of their reading centers to order direct from NRP. Supplies Chairmen
must take responsibility for seeing that payments are made.

Repsat: NALA discounts are granted by NRP onl upon request with each order.

For further information write to:
National Affiliation for Literacy Advance

Box 131, Syracuse, New York, 13210



KEEPING OF RECORDS

Keeping records of the volunteer literacy activity is one of
the most important tasks of the project. Many people will say
"Why? I only want to tutor; as long as my student and I meet,
isn't that the most important task? To that we say "yes." But
in order to provide effective programming for and give adequate
support to student and tutor, it is necessary to keep records of
what is being dohe.

If you expect the community to support you, the community will
need-to know exactly what you are doing. You will want to be
able to present a composite picture of tutors and students and
what your program is worth to the community for prospective
donors. An agency which refers a student to the program will
want to know what happened to that student. And, of course,
most persons who give their time, talent, and resources to your
literacy project will want to know if it is worth their invest-
ment. It isn't enough to have a subjective "good" feeling about
your project; you must also have objective data to "prove" your
effectiveness.

To get objective data involves two kinds of records:
1) Of the persons trained and certified to tutor and of

the students they tutor. This will include quantitative and
qualitative measures and evaluations.

2) Of the activities of the project other than tutoring.
Records will be needed of time invested and achievements in the
areas of publicity, promotion, recruitment of prospective students
and tutors, tutors' meetings, training and follow-up training.

All data is easier to collect and compile if there are forms
available and if they are kept regularly and consistently.

During the period of the NALA/Metro grant, a quarterly report of
the project to the Metro Project Coordinator will be needed. An
annual report in June to NALA is requested also, and will be asked
for each year thereafter. Usually semi-annual and annual reports
to the project board and community are sufficient.

STUDENT AND CR RECORDS

The final record of student and tutor activity will be organized,
recorded and reported by the person who matches students and

NALA/Metro
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tutors. This could be one person, or if the project has teaching
centers, it can be done by one person in each center. This
person may be called the Student-Tutor Coordinator. The prospec-
tive student and/or prospective tutor could pass through several
people before being the responsibility of the Student-Tutor
Coordinator.

We will follow a prospective tutor and a prospective student from
inquiry to placement. The forms referred to are in Appendix. See p 57.

Prospective Tutor Inquirer: The one whose phone number is given
in mass -media publicity will record the name, address, zip and
telephone of a person asking for information. A running list of
names and addresses can be kept in a looseleaf notebook. If
informational materials(such as brochures, information letter, or
workshop form) are requested by the inquirer and sent, this is
noted. If the inquirer is interested in a workshop and on'a is
scheduled, a Workshop Pe7istration Form(M-l) is sent to be-returned
with the workshop fee. A W:rk;j1lop Confirmation Card(M-2) is sent
after the fee is rece5ved. If no workshop is scheduled, these
names are held in readiness-to contact for the next workshop.
When the Workshop Registration Form is returned(with fee paid,
and any other pertinent data noted), it will be given to Workshop
Registrar. Fees will be sent to the Treasurer.

The Workshop Registrar will be responsible for:

- -Preparing a tentative list of those registered for the
workshop. The list should be alphabetical and include name,
address, zip, telephone, whether fee paid, and other pertinent
data known, about the person.

- -Providing in the workshop materials a NAAAvetro Tutor
Data Shnet(114-3) for each registrant to fill cut at the workshop.

--Prep:ring the final Workshop Attendance Reco-e.d(M-4) in
triplicate(one for Student-Tutor Coordinator, central file copy, and
metro Coordinator copy) from the Metro/Tutor Data Sheets.

It should inelte.e the place of the workshop, the trainers, date,
kind of workshop, nare address,. telephone, zip of each registrant,
what sessions each registrant atterded, certification noted,
those who purchase:1_ NSE kits.

- -Preparing permanent file cards called Tutor Data Cards
(M-5) made from the Tutor Data Sheets for the General Proect
Chairran(c,ontral file). Those who did not complete the workshop
are put on a -orkshop make-up list for the next workshop. A
leader of the project win notify those lersons who missed the
session(c) and encourage them to finish and be certified.

--Providing NALA/Metro Tutor Data Sheets to the Student-Tutor
Coordinator to assist in placing the tutor with a student.
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The Student-Tutor Coordinator or workshop trainer will intro -
dace.the tutor to a Monthly Tutoring and Attendance Calendar
(M-6) to be kept monthly, by each tutor, and sent or filed with
the Student-Tutor Coordinator or with the Center Coordinator.
The tutor 'till also be given a sheet called Preparation for the
Tutorinp, Venture(M-7), which will give the tutor instructions
on how to begin the tutoring assignment.

ir Student Referral and Follow -Up

When a prospective student's name is referred to the project, a
Student Referral and Information Forn(M-8) is filled out as com-
pletely as possible by the person who takes the call,' nd then
sent to the Student-Tutor Coordinator. It should be fi d alpha-
betically in a looseleaf notebook until the student is p_ ed with
a tutor and has had the first lesson.

In the front of the notebook is the Student Inforsition Summar
Sheet(M-9) to keep an accumulative record of how many students
have enrolled in the project by demographic categories during
the year. When-a student is placed with a tutor, appropriate
categories are checked ex: age, whether ESL or native speaker,
etc.) on the composite report from the Student Referral and
Inforration Form. (Use the slash lines when an entry is made:
7,1/4/ /7.) This accumulative record provides the yearly informa-
tion needed for the NALA/Syracuse Annual Report requested in June
of each year, as well as for your annual report to your board:

The Student Referral and Information. Form is checked in a box
in the upper right corner, to indicate information has been
recorded, and then filed in the student file folder.

A permanent file card called a Student Data Card(M-10) is
prepai-ed by the Student-Tutor Coordinator, with date tutoring
started and tutor's name recorded and sent to central file
location.

A Student File Folder is prepared for each student. The file
folder is color coded according to the quarter that the student
begins lessons. (Blue for quarter #1, July, Aug, Sept.; Red,
#2, Oct., Nov., Dec.; Creen, #3; Jan., Feb., March; Yellow, #4,
April, June.) Color coding can be done with color edged
labels or with magic markers. Include the fiscal entry year
on the folder latel. The Student Referral and Information Porm,
Tutor rata Sheet(if the tutor tutors more than one student, the
data sheet is duplicated and filed with each student), V.onthly
Tutorin3 & Attendance Calendars as they come in, Student. Check-
up Report(r' -11), Skill book Diplora Stubs, and any other releyant
infdl-mation is put in this file. The file folder is filed
in an Active Student File.

53

7NAZAA144 0/74(11bv)
My

52



If the student was referred by an agency, a Student Referral Reply
Form(!' -12) is completed by the Student-Tutor Coordinator and s:int
TO The agency to inform them what ;:as happened to the student.

If the student is referred to another group for tutoring(such as
A3E) this fact is recorded on the Student Referral Information
Form and filed i an inactive folder labeled "Referred to other

Agencies." When tutoring is terminated, all available information
is tabulated and recorded on the Student Terminatin Report
(M713), which is placed in the student's fAQ.

The referral agency should be notified at student termination.

At the termination of a student, the information is sent to
central office file to be recorded on the Student Data Card and
filed in an inactive file. The student progress is recorded on
the Student Data Card in the central office every six months.

Tutor Data Cards should be brought up to date at the time a tutor
terminates lessons or every six months;

The Student-Tutor Coordinator will be prepared to give a quar-
terly report of students and tutors on the Student-Tutor Quar-
terly Report Form(-14).

PROJECT ACTIVITY RECORDS

Records of project activity other than tutoring are more diffi-
cult to compile because usually coirnittees as well as indi-
viduals are involved. If persons involved will'acquire the habit
of filling out the Voluhtf,cr Literacy Activity Report(M-15) as
soon as the activit7-71FTmpleted, recorril-.z total time ex-
pended by volunteers on behalf of the project will be. sim-
plified.

The Volunteer Literacy Traininr Record(r-16) is to be used
to record the'various training &.nd support services(such as
tutor neetins) offered by the project. The form should be
completed by one of the training team and given to the Council
Records person.

The information from the Student-Tutor Quarterly Report, the
Volunteer. Literacy Activity Report, anti the Volunteer Literacy
Training Record will be compiled by the Council Records person
on the Project Quarterly Report(V.-17). This total report should
give a picture of what the project is doing and how much time is
expended to do it.

A Project Annual Report(n; -18) should be prepared after June 30
of each year to cover the previous year from July 1 to June 30.
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KEEPING UP THE GOOD WORK1

Tutor get-togethers - Tutors need to feel that someone
continues to care about them and their students. The tutor

meetings are a place to share problems and experiences,

to "talk shop." Every tutor probably will not attend every

monthly meeting, but is encouraged to come as often as

possible to share with the others, even when he/she has no

particular problems. Tutoring can be a very lonely and
sometimes frustrating job - expecially if there is never
any contact with one's literacy collee.gues after the

workshop.

Further training
Follow-up workshops for those tutoring who feel they

need extra helps as they continue their tutoring.

2. Ref,--er workshops for those who do not take a

stuv at the end of the wIrkshop and who want a
bru_,Lup before starting with a student several weeks

later.
3. Writing- for - new - readers workshop for those who wish to

learn to write for adul s at a simple reading level.

Literacy library - Rescuroes for both tutor and student.
A collection of a variety of low-level reading material for

student use can be set up in the local literacy office, or

in cooperation with the' local library. Tutor resource books

should be available for further information and inspiration

in the literacy office.

NALA - Additional certification can be obtained by qualifying

according to NALA standards. (See NALA brochure in front

pocket.) Advanced certification is offered as a Literacy

Leader (for officers of ,groups) , as Senior Tutor, Tutor Trainer

and Master Tutor Trainer, and Instructor of Writers.

LITERACY LEADERSHIP is a nationally published newsletter for

certified trainers and project leaders. LITERACY INTERCOM

is published and sent to all NALA members. Volunteers enjoy

reading about kindred programs throughout the United sAtes,

and getting a sense of being involved with a greater effort.

Nahional anu regional conferences held in alternate years

provide other opportunity for volunteers to exchange ideas

and techniques and see themselves a part of a larger movement.

MLA-Metro
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The struggle to keep going - Every effort should be made to
present your project as one which will be ongoing andever
growing until every person in your community who has need of
reading help, and who will accept it, has it available to him.
And, even then, growth is possible by developing one's own
tutor training team to serve.not only the local program, but
an ever-widening circle. Many training teams nave gone ,to
other cities and counties to put literacy in action.

,

In order to grow, continuous work is necessary ip recruiting
students and tutors, training and publicity and promotion.
Keep the issue alive in your community and let people know what
is going on in your Laubach/NALA projects

'5 6
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THE CHALLENGE

We must ask ourselves, Do we really intend to DO SOMETHING?
Let us caution ourselves against merely a token action. The
goal to keep before us is that of not stopping until all have

reached:

The spectre of illiteracy in many parts of the world is jolting.
Especially in our United States,it is shocking. On September 23,
1969, Dr. James. E. Allen, Jr., who was then Assistant Secretary
for Educatibn and U.S. Commissioner of Education, addressed the
National Association of State Boards of Education in Chicago.
He pointed out that one out of every four students nationwide has
"significant reading deficiencies"; that in large cities, "up to
half of the students read below expectation"; that there are
"more than three million illiterates in our adult population";
that about half of unemployed youth are "functionally illiterate";
that three-quarters of juvenile offenders in New York City are
"two or more years retarded in reading"; and that in a reget
U.S. Armed Forces program, called Project 100,000,"68.2% fell
below grade seven in reading and academic ability." Commissioner
Allen then proclaimed that 'We should immediately set for our-
selves the goal of assuring that by the end of the 1970's the
rightto road -hall bo ro-lity for all -that no ono shall bo
leaving our schools without the skill and the desire necessary
to read to the full limits of his capability."

It seems there will never be money nor professionals enough to

tackle this problem. Accordingly, the National Affiliation for
Literacy Advance is actively engaged as a Partner-inService in
the NationalRight-To-Read Program of the U.S. Office of Education.
Having a work'shop taking a student, organizing a project - all
this is only a beginning. Each group must decide for itsejf how
seriously it wants to become involved. The national Laubach/
NALA offices can offer encouragement and services, but ultimately,
the decision is up to each community. Success is limited only
by the narro4ess of the vision. Speaking to a meeting of the
1971 International Reading Association, Walter Straley, Vice-
?resident of American Telephone and Telegraph said, "I think of
reading and learning to read as one, yet perhaps an important
path to a new kind of confrontation -a loving confrontation be-
tween a person Oro reads and one who doesn't read."

IF IT IS TO BE

IT IS UP TO ME',

ITALA-Metro
4/74 (rev)
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. , WORKSHOP REGISTRATION FORM

Name

Address

Phone

M-1

Thank you for your inquiry concerning the Laubach Literacy
Workshop to be held to train volunteer tutors to tutor nonreading
adults in our community.

PLACE:

DATE:

TIME:

In order to provide sufficient materials, each class will be
limited to 30 participants. Preregistration is required.
The entire workshop (10-12 hours) must be attended to be
certified as a tutor.

Please fill out the form below and return with a workshop fee
of $3.00. Your registration will be confirmed.

-- i

Clip and mail to: Name

Name

Address

Phone

Address

Gip

$3.00 enclosed. Check

Phone

Money Order
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Front

4X6" card

Back

4X6" card

:lame

TUTOR DATA .CARD

Address

Phone--Home

Office

Approx.Age

City

Ethnic Group

State Zip
_

Basic Ukshop(dates) Refresher

TESL Ukshop Other

Advanced Trnq Certification SrT--TT-NTT

Special Skills: Phone Other

Typing , Duplicating

Office Speaking

Time Available: (Circle) Day Night

ASSIGN:1ENTS

Student's Name Ben.Date Term.Da e Whv
fr

Corments:

iia

NALA/Metro
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Front

4X6" card

Back

.4X5" card

S

STUDENT DATA CARD

Name Address

-lore Phone

or HOJ to Reach

Age Marital Status No. children/home

Sc000l Grade Completed Ethnic Group

Occupation Eriployed by

Time Available Can travel to tutor?

Referred by

Inmediate !:e d

Date

Tutor aeg. DatE,Term.Date
Level Level Uhy Terminated

t

.....

.

,

Connents

60

M-1.
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.
The New Streamlined English Series

Student Checkup Report *

Name of Student Phone

'Address

Student's Native Language

Birthdate or Approximate Age Date of Enrollment

Present Employer How long'

Name of Wife (or Husband)

Names & Ages of Children

Checkups for Skill Books:
1 2 3 4 5

# Raw P S° # Raw P S # Raw P S # Raw P S # Raw P S

1. 24

24

18

19

1. it)
15

22

12

1. 30

20

24

16

1. 40 30

4

L 80
32

CC
......

25
2. 2. 2. 2. 5 2.

3. 15 12 3. 24 18 3. 20 16 3. 15 12 3. 32 25

4. 30° 24 4. 30 24 4. 40 32 4. 5 4 4. 30 24

5. 12.5 8 5. 15 12

6. 15 12 6. 55 44

7. 7.5 6
4(

t 4\
8. 15 12

. 9. 10 8

10. 5 4

II. 10 8

Totals:

93 73 99 76 110 88 140 108 243 194

Dates:

# Scores: Raw Score is the total of all points
P = Perfect Score; S = Satisfactory Score (75% on Understanding and 80% on other checkups)

'For teacher use only. For detailed instruction on administering and scoring the checkups, please

refer to New Streamlined English Test Manual.
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Summary of special reading problems and remedial program or supplementary helps used.

Skill Book I

Skill Book 2

Skill Book 3

Skill Book 4

Skill Book 5

Name of Teacher Phone

Address _

Name of Teacher Phone

Address

Name of School or 1-taming Program

Additional copies of the Student Checkup Report may be reproduced or obtained from.

New Readers Press
Box 131 .
Syracuse, New York 13210
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Name

Address

Phone

STUDENT REFERRAL REPLY

xas referred to our office

Name Date

2, The student has been referred to
Tutor's, Name or Center

M-12

2. We do not have any tutors available in this area at present

WO will 'contact you when we hive been able to place

Student's Name

3. has been referred to:

ABE

Center

Other

GJ

NALA/Metro
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Date

STUDENT TERMINATION REPORT

Student name

Tutor name

(if more than one list)

M-1

How long in program

Total hours tutored

Entered approx. what level

Left program approx. what level

Why left program (such as moved, unmotivated, reached goal, entered

ABE, etc.)
OP

Any particular goal of student reached

Other comments concerning student (reading achievement, attitude,

personal problems, etc.)

NALA/Metro
3/74
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VOLUNTEER LITERACY TRAINING RECORD

111 WORKSHOP:

Kind of workshop: (check)

Basic NSE Everyday R & R.

NSE/TESL NSE Refresher

TESL Helps Writer's

Skill Book 4 Tutor trainer

Skill Book 5 Apprenticing T.T.

Other (explain)

No. workshop hours Date

Location

No. trainees

No. certified (if applicable)

No. certified NALA trainers (list names)

Approx. hrs.
contributed

No. persons X
No. hrs.

No. apprenticing trainers (list names)

No. other helpers (list names)

TUTOR "?,PINGS:

Program

Location

Date and time

No. attending

Return ta.

Name

r

(no. attending X hrs.)

Grand total hrs. contributed

Address

Prepared by:

Date

NALA/Metro
7/74
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